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(a)  DoD  Instruction  5120.  16,  "Department  of  Defense  Incentive 

Awards  Program:  Policies  and  Standards,  "  June  20,  1969 
( hereby  cancelled) 

(b)  DoO  Directive  5120. 15,  "DoD  Incentive  Awards  Program: 

Assignment  of  Responsibility,  "  December  3,  1965 

(c)  5  U.S.C.  4501-4506  S ^ 

(d)  10  U.S.C,  1124 

(e)  Federal  Personnel  Maniial,  Chapter  451 

(f)  DoD  Instruction  1416. 4, ’^Quality  Salary  Increases  Subject 

to  the  Classification  Act  of  1949,  as  amended,  "  March  4, 

1963 
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(g)  Executive  Order  11438,  "Prescribing  Procedures  Governing 

Interdepartmental  Cash  Awards  to  the  Members  of  tiie 
Armed  Forces,  "  December  3,  1966 

(h)  Executive  Order  10717,  "The  President's  Award  for  Dis¬ 

tinguished  Federal  Civilian  Service,  "  June  27,  1957, 

as  amended  by  Executive  Order  10979  and  Executive  Order 

11085 

(i)  DoD  Instruction  1348. 9,  "Antarctica  Service  Medal,  " 

March  2.  1973 

(j)  Executive  Order  10431,  "National  Security  Medal,  " 

January  19,  1953 


REISSUANCE  ~ 


This  Instruction  reissues  reference  (a)  to  implement  incentive 
awards  program  changes  made  by  the  U.  S.  Civil  Service 
Commission  and  to  update  other  program  requirements  and 
procedures.  Reference  (a)  and  Report  Control  Symbol 
DD-M9A)  786  are  hereby  superseded  and  cancelled. 

... 

PURPOSE  AND  APPLICABILITY 

n.  ■■ 

This  Instruction  establishes  policies,  eligibility  criteria  and 
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of  n. 


standards  to  be  applied  by  all  Department  of  Defense  (DoD) 
Components  in  the  processing  and  granting  of  incentive  awards 
to  DoD  civilian  employees  and  members  of  the  armed  forces 
(hereinafter  referred  to  separately  as  "employees"  or  "mem¬ 
bers"  and  collectively,  when  appropriate,  as  "DoD  personnel"). 

DEFINITIONS 

A.  Incentive  Awards.  This  general  term  is  used  to  refer  to 
awards  to  civilian  employees  for  beneficial  suggestions 
and  inventions:  special  achievement  awards  (either  for 
sustained  superior  job  perforxzuince,  or  for  special  acts 
or  services  in  the  public  interest,  connected  with  or  re¬ 
lated  to  official  duties);  honorary  awards;  and  career 
service  awards.  The  term  is  also  applicable  to  awards  to 
military  members  for  beneficial  suggestions,  inventions,  and 
scientific  achievements.  Members  are  not  eligible  for 

^performance  awards. 

1.  Cash  Awards  may  be  granted  to  DoD  personnel  by  (a) 

DoO  Components,  based  on  tangible  and  intangible 
contributions,  acts,  services,  or  other  achievements 
meriting  special  recognition;  and  by  (b)  other  depart¬ 
ments  of  the  Federal  Government,ba8ed  on  contri¬ 
butions  which  are  applied  therein.  (See  enclosure  2.) 

« 

2.  Honorary  Awards  may  be  used  as  a  means  of  recog¬ 
nizing  achievements  of  DoD  civilian  employees  and  the 
achievements  of  employeeb  of  other  departments  of 
the  Federal  Government  for  their  contributions  to  the 
DoD,  individually  or  in  groups.  Such  awards  znay  be 
granted  independently  of  or  in  addition  to  cash  awards. 
They  are  not,  however,  intended  to  serve  as  substi¬ 
tutes  for  deserved  cash  awards.  (See  enclosure  3. ) 

3.  Career  Service  Awards  may  be  established  as  a 
means  of  recognizing  long  and  satisfactory  service 
of  DoD  civilian  employees.  (See  enclosure  3.) 

B .  DoD  Component.  As  used  in  fiiis  Instruction,  one  of  the 
several  organizational  elements  of  file  DoD  defined  in 
referOnce  lb) ;  the  Head  of  a  DoD  Component  is  one  of  the 
several  officials  (Secretaries  of  the  Military  Departments, 
Assistant  Secretary  of  Defense  (Comptroller),  and  Direc¬ 
tors  of  Defense  Agencies)  to  whom  authority  to  pay  cash 
awards  is  delegated  directly  by  DoD  Directive  5120. 15 
(reference  (b)). 
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IV.  POLICY 

It  is  the  policy  of  the  DoD  to  encourage  the  fullest  participation 
of  DoD  personnel  in  improving  Government  operations,  and  to 
recognize  and  reward  eligible  personnel  at  all  levels,  individually 
or  in  groups,  for  (a)  contributions  to  efficiency,  economy,  and 
otiier  improvements  in  Government  operations  tbat  are  above 
those  normally  e3q>ected,  and  (b)  special  achievements  in  the 
public  interest  in  connection  with  or  related  to  their  official 
employment. 

V.  RESPONSIBILITIES 

A.  Heads  of  DoD  Components  are  responsible  for: 

1,  The  development  of  internal  programs  which  will 
assure  that: 

Kianagement  officials  under  fiieir  jurisdiction  (1) 
identify,  through  normal  management  review  and 
control  processes,  program  and  operational  areas 
where  superior  work  results  may  warrant  award 
consideration:  and  (2)  request  8iq>er visors  to  identify 
fiiose  employees  deserving  award  consideration 
and  submit  appropriate  recommendations. 


Military  and  civilian  supervisors  (1 }  identify, 
on  their  own  initiative,  those  employee  or  groups 
of  employees  whose  contributions  merit  special 
recognition;  and  (2)  examine  beneficial  suggestions 
and  constructive  ideas  to  determine  not  only  their 
applicability  within  file  respective  areas  of  admin¬ 
istrative  cognizance,  but  also  their  possible  appli¬ 
cation  wifiiin  other  areas  of  the  DoD  and  other 
departments  and  agencies  of  the  Federal  Government. 


The  suggestion  system  is  fully  utilized  as  a  medium 
by  which  ideas  may  be  channeled  in  connection  with 
the  finding  of  solutions  to  matters  of  current  concern. 
These  matters  should  include  not  only  those  problems 
identified  from  time  to  time  for  special  attention  at 
the  installation  level  but  also  matters  of  national 
significance  such  as  the  energy  conservation  effort. 


(a-) 


(b) 


(c) 
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ntinuation  of  V.  A. 


2.  Establishment  of  an  Incentive  Awards  Board  to  act 
as  a  board  of  review  on  award  recommendations  for 
which  approval  authority  has  not  been  delegated  to 
officials  at  subordinate  echelons  within  the  organization, 
and  to  carry  out  any  other  assigned  responsibilities. 

3.  Assuring  that  adequate  publicity  is  given  to  (a)  the 
needs  for  suggestions  from  DoD  personnel  and  (b) 
benefits  accruing  to  the  Government  as  well  as  to 
program  participants. 

4.  Establishment  of  procedures  to  assure  that  award 
recognition  under  this  program  is  annotated  in  the 
employee’s  or  member's  personnel  record. 

B,  The  Deputy  Assistant  Secretary  of  Defense  (Civilian  Personnel 

Policy),  Office  of  the  Assistant  Secretary  of  Defense  (Manpower 

and  Reserve  Affairs),  is  hereby  assigned  the  following  responsi¬ 
bilities: 

1.  Developing  (including  consultation  with  DoD  Components 
and  labor  organizations  representing  DoD  employees)  and 
recommending  policies,  standards,  and  procedures  intended 
to  improve  the  operation  of  awards  programs  within  the 
DoD. 

2.  Encouraging  application  throughout  the  DoD  of  constructive 
ideas  received  through  the  incentive  awards  program. 

3.  Reviewing  recommendatioas  for  cash  awards  in  excess  of 
$5,  000,  and  transmitting  such  recommendations  to  the 
Civil  Service  Coneunission  (CSC)  in' the  case  of  employees 
and  the  Assistant  Secretary  of  Defense  (Manpower  and 
Reserve  Affairs)  in  the  case  of  members. 

4.  Coordinating  the  review  of  (a)  nominations  for  the  Depart¬ 
ment  of  Defense  Distinguished  Civilian  Service  Award 
and  (b)  nominations  from  within  DoD  for  the  President’s 
Award  for  Distinguished  Federal  Civilian  Service  (see 
Enclosure  3). 

5.  Compiling  DoD-wide  reports  on  the  incentive  awards  pro¬ 
grams,  and  transmitting  to  the  CSC  the  required  anntial 
report  on  the  operation  of  the  incentive  awards  program 
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Contintiation  of  V.  B.  5. 

with  respect  to  employees;  and  to  the  President, 
the  annual  report  to  the  Congress  required  by 
10  U.  S.  C.  1124  (reference  (d)). 

C.  The  designated  official  in  each  DoD  Component  who  is  respon¬ 
sible  for  the  overall  internal  operation  of  the  awards  program 
will  advise  and  assist  the  Deputy  Assistant  Secretary  of 
Defense  (Civilian  Personnel  Policy)  in  carrying  out  his 
responsibilities  under  fiiis  Instruction. 

VI.  EUGIBIUTY  FOR  AWARDS 

A.  All  employees  of  the  DoD  paid  from  appropriated  funds 
are  eligible  to  receive  cash  and/or  honorary  awards.  All 
members  of  the  armed  forces  on  active  duty  are  eligible 
to  receive  cash  awards  for  suggestions,  inventions,  and 
scientific  achievements. 

B.  Former  employees  or  the  estates  of  deceased  employees  are 
eligible  to  receive  awards  for  contributions  made  by  such 
persons  while  employed  in  the  DoD.  Awards  to  separated 

or  deceased  members  of  the  armed  forces  for  contributions 
made  on  active  duty  may  be  made  to  the  former  member  or 
his  estate,  as  appropriate. 

C.  Recognition  of  military  personnel  by  decorations  or  other 
non-monetary  awards  will  not  affect  eligibility  for  cash 
awards  under  this  Instruction,  and  the  pertinent  regulationa 
and  orders  governing  such  non-monetary  military  awards  are 
not  modified  by  this  Instruction. 

D.  Employees  of  nonappropriated  fund  activities  are  not  eligible 
to  receive  awards  paid  from  appropriated  funds.  However, 
nonappropriated  fund  activities  should  establish  their  own 
awards  programs  consistent  with  file  provisions  of  this 
Instruction,  to  the  extent  feasible  within  their  resources. 

E.  Foreign  nationals  employed  tmder  agreements  with  foreign 
governments  who  are  (1)  in  fact  employees  of  a  foreign 
government  or  of  an  agent  of  that  government,  and  (2) 
assigned  to  the  U.  S.  Forces  on  a  reimbursable  cost  basis,  are 
not  eligible  to  receive  awards  under  the  provisions  of  this 
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Instruction.  An  incentive  awards  program  for  such 
individuals  may  be  established  when  appropriate, 
through  provisions  in  the  agreement  made  with  the 
foreign  government  concerned.  When  provisions  of  this 
type  are  incorporated  in  such  an  agreement  they  should 
conform  to  the  standards  and  criteria  contained  in  this 
Instruction  to  the  maaimum  extent  practicable. 

Vn.  CRITERIA..  NOMINATION.  PROCESSING  AND  FINANCING 

A.  Enclosure  2  sets  forth  criteria  for  cash  awards,  identifies 
methods  to  be  used  in  determining  award  amounts,  outlines 
processing  and  approval  procedures  and  provides  guidance 
as  to  the  manner  in  which  such  awards  are  to  be  financed. 

B.  Enclosure  3  provides  information  concerning  criteria  for 
both  honorary  and  career  service  awards  for  DoD  employees, 
and  nomination  procedures  for  the  former. 

Vm.  REPORTS 

A.  DoD  Components  will  submit  annual  incentive  awards  program 

reports  to  the  Deputy  Assistant  Secretary  of  Defense  (Civilian 
Personnel  Policy),  Office  of  the  Assistant  Secretary  of 
Defense  (Manpower  and  Reserve  Affairs).  Reports  for 
civilian  personnel  will  be  made  in  triplicate  on  Standard 
Form  69  by  At^st  15  for  fixe  fiscal  year  ending  on  the 
previous  June  30.  Reports  for  military  personnel  will  be 
made  in  triplicate  on  DD  Form  1609  by  September  1  for  the 
fiscal  year  fiie  previous  June  30.  Additional  report^ 

ing  instructions  will  be  issued  annually  60  to  90  days  in 
advance  of  udien  reports  are  due. 

B.  The  reporting  requirements  for  civilian  personnel  are  assigned 
Interagency  Report  Control  Number  1059-CSC-AN-T.  The 
reporting  requirements  for  military  personnel  are  assigned 
DD-M(A)  1345. 
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IX,  EFFECTIVE  DATE  AND  IMPLEMENTATION 

A.  This  Instmction  is  effective  upon  publication. 

B.  Two  copies  of  implementing  regulations  shall 

be  forwarded  to  the  Assistant  Secretary  of  Defense 
(Manpower  and  Reserve  Affairs),  Attn:  Deputy  Assistant 
Secretary  of  Defense  (Civilian  Personnel  Policy),  within 
60  days. 


Assistant  Secretary  of  Defense 
(Manpower  and  Reserve  Affairs) 

Enclosures  -  4 

1.  Table  of  Contents 

2.  Cash  Awards 

3.  Honorary  Awards  and  Career 

Service  Awards 

4.  Award  Scales 
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CASH  AWARDS 


CRITERIA 

A,  Civilian  Employees 

1.  General.  Aa  provided  by  Uie  Civil  Service  Cozxunission 

in  reference  (d),  caah  awards  may  be  granted  to  employees 
or  groups  of  employees  for  contributians  which  are  either 
outside  job  reaponsibilitiea,  or  within  job  responsibilities 
but  so  superior  as  to  warrant  special  recognition.  Con¬ 
tributions  which  warrant  recognition  may  result  from  one 
or  more  of  tiie  following: 

a.  Suggestions.  Constructive  ideas,  including  those  that 
are  patentable. 

(1)  Contents  of  suggestion.  To  be  eligible  for  award 
consider ation,  a  contribution  should  propose  a 
signi&cant  improvement  which  is  outside  the 
normal  job  responsibilities  (as  determined  by  line 
management),  is  not  already  under  consideration 
and  would  not  otherwise  be  effected;  and,  further, 
it  should  not  merely  identify  a  need  for  improve¬ 
ment  but  must  set  forth  a  specified  proposed  course 
of  action.  Suggestions  which  point  out  file  need  for 
routine  maintenance  work,  recommend  enforcement 
of  existing  rules,  propose  changes  in  housekeeping 
practices,  or  call  attention  to  errors  or  alleged 
violations  of  regulations  normally  should  not  be 
processed  as  suggestions. 

(2)  Contractor  operations.  Eligible  DoD  personnel 
who  make  suggestions  concerning  the  improvement 
of  materials  or  services  purchased  from  a  con¬ 
tractor  may  receive  an  incentive  award  if  the 
improvement  results  in  tangible  or  intangible  bene¬ 
fits  to  the  Government  as,  for  example,  a  reduction 
in  file  cost  of  a  product  being  purchased.  To  be 
eligible  for  such  award,  the  individual  should  sub¬ 
mit  his  suggestion  to  his  employing  installation  so 
that  the  Government  may  propose  the  improvement 
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to  the  contractor.  Submission  of  the  suggestion  through 
Government  channels  is  important  in  order  to  assure  identi¬ 
fication  of  the  origin  of  the  proposal  and  of  the  benefits  to  the 
Government.  Awards  are  not  payable  to  Government  employees 
or  members  of  the  Armed  Forces  based  upon  benefits  to  a 
contractor. 

Sustained  Superior  Performance 

(1 )  Defined.  A  eontribntlan  consisting  solely  of  sustained  superior 
performance  of  assigned  duties  by  individual  employees  (odxer 
than  a  foreign  national  in  an  overseas  area)  over  a  significant 
period  of  time.  Tangible  savings  from  such  performance  should 
not  be  a  factor  in  determining  award  eligibility. 

(2)  Limitation.  No  more  than  one  award  of  this  type  will  be  granted 
to  an  employee  on  the  basis  of  work  performance  during  a  -par¬ 
ticular  period  of  service.  The  sustained  work  performance  must 
have  been  at  the  same  grade  level,  unless  the  employee  was 
demoted  during  this  period  for  reasons  other  than  for  cause. 
Promotions,  demotions,  and  separations  stibsequent  to  the 
completion  of  the  period  upon  uhich  the  award  is  based  should 
not  affect  the  employee's  award  eligibility.  The  award  recom> 
mendation  should  indicate  specifically  in  what  way  the  employee's 
performance  exceeded  the  standards  for  his  position. 

(3)  Relationship  to  quality  increases.  In  the  case  of  employees 
subject  to  the  Classification  Act,  sustained  high  quality  per¬ 
formance  may  be  recognized  by  means  of  quality  increases 
(see  reference  (f  ))  or  by  lump-sum  cash  awards.  Lump-sum 
awards  are  appropriate,  for  example,  (1)  when  tiie  employee 
is  at  the  maximum  rate  of  the  grade;  (2)  where  circumstances 
special  to  the  employee  under  consideration,  suck  as  imminent 
promotion,  make  a  cash  award  preferable;  (3)  where  the  high 
quality  performance  warranting  special  recognition  is  of  a  one¬ 
time  nature  and  is  not  expected  to  continue  in  the  future; 

(4)  adiere  file  performance  significantly  exceeds  job  require¬ 
ments  in  one  or  more  important  job  functions  but  does  not  meet 
aU  requirements  for  a  quality  salary  increase,  as  set  forfii  in 
reference  (f);  (5)  when  a  lump  sum  award  has  other  advantages 
to  the  agency  and  the  employee. 

Special  Act  or  Service 

(1)  Defined.  A  one-time,  nonrecurring  achievement  or  contribution 
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performed  in  connection  with  or  related  to  official 
employment  which  contributes  to  the  efficiency,  economy, 
or  other  improvement  of  Government  operations  or  is 
otherwise  in  the  public  interest.  The  granting  of  a  Special 
Achievement  Award  based  on  a  special  act  or  service  does 
not  affect  the  employee's  eligiblity  for  a  Special  Achievement 
Award  based  on  sustained  superior  performance  if  criteria 
for  the  latter  award  are  met, 

(2)  Heroic  Act.  A  special  act  resulting  from  the  demonstra- 
tion  of  unusual  courage  or  cempetenee  in  an  emergency, 
such  as  rescuing  fellow  workers  or  saving  public  property. 
The  act  must  be  in  the  public  interest  and  connected  with 
or  related  to  official  employment  with  tiie  Department  of 
Defense.  Should  the  act  be  related  to  the  employee's  own 
assigned  duties,  it  must  for  purposes  of  cash  award 
entitlement  manifest  great  courage  and  voluntary  risk  of 
personal  safety  over  and  beyond  the  call  of  duty. 

Contributions  within  job  responsibility.  Considerations  such  as 
the  following  should  be  applied  in  determining  whether  an  employee's 
contribution  which  is  within  or  a  part  of  his  job  responsibility  is 
sufficiently  superior  to  warrant  an  award. 

a.  General.  The  employee's  job  description,  assigned  duties, 
and  the  normal  performance  requirements  of  his  position 
should  be  reviewed  to  determine  the  degree  to  which  the 
employee's  contribution  exceeds  the  normal  requirements  of 
the  work  for  which  he  is  being  paid. 

b.  Suggestions  and  Special  Act  or  Service 

(1)  The  amount  of  savings,  if  any,  or  Um  degree  of  improvement 
effected  by  the  employee  should  be  determined  and  con¬ 
sidered  in  relation  to  ^e  employee's  job  responsibilities. 

The  amount  of  savings  alone  should  not  be  used  to  determine 
an  employee's  eligibility  for  an  award,  since  in  many  posi¬ 
tions  the  accomplishment  of  large  savings  often  results  from 
normal  performance  of  duties.  Normally,  higher  level 
employees,  to  be  entitled  to  an  award,  will  be  ojqMcted  to 
effect  more  significant  improvements  and/or  larger  savings 
than  employees  in  the  lower  grades. 

(2)  The  extent  to  which  an  employee's  contribution  has  a 
beneficial  effect  outside  his  immediate  installation  is 

not  in  itself  a  qualifying  factor  but  is  one  to  be  considered 
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along  with  the  degree  to  which  the  contribution  exceeded 
the  normal  requirements  of  the  work  for  which  the 
employee  is  being  paid  and  the  amount  of  ingenuity  and 
ixiitiative  reflected  in  the  employee's  contribution. 

c.  Special  Act  or  Service 

When  no  direct  measurable  monetary  benefits  are  invoWed, 
demonstrable  results  of  tiie  following  types  should  be 
considered: 

(1)  Enabling  work  of  the  unit  to  proceed  on  schedule  during 
unplanned  absence  of  associates  or  superiors  or  by 
meeting  unusual  demands  throt^h  performance  of 
higher  level  duties  on  the  employee’s  own  initiative 
along  with  regularly  assigned  duties  of  the  employee's 
position. 

(2)  Sustaining  the  output  of  a  unit  in  unusually  adverse 
circimastances,  or  increasing  noticeably  the  output 
of  a  unit,  by  eititer  supervisors  or  nonsupervisors, 
through  superior  leadership  or  motivational  efforts. 

(3)  Significantly  improving  public  relations  of  tiie  DoD,  or 
sustaining  good  outside  relations  in  unusually  adverse 
circumstances. 

(4)  Improving  service  to  the  public  in  a  specific  way. 

(5)  Enabling  the  unit  to  meet  unanticipated  unit  demands  by 
performance  of  unusual  duties  for  short  peariods  at  tiae 
same  or  higher  levels  than  his  regular  duties. 

d.  Sustained  Superior  Performance.  The  following  contribution 
is  illustrative  of  one  which  may  provide  tiae  basis  for  a 
Special  Achievement  Award  based  on  sustained  superior 
perfoamcaance:  Perfoamaing  regularly  a  su^icient  quantity, 
quality  or  a  variety  of  types  of  work  over  and  above  that 
provided  by  a  good  employee  to  make  a  noticeable  difference 
in  tiae  number  of  persons  that  must  be  employed  for  or 
assigned  to  the  work  of  the  unit. 

.  Military  Personnel.  Cash  awards  may  be  granted  to  members 
of  the  Aarmed  Forces  under  this  Instruction  or  reference  (g)  for 
contributions  of  the  idea  type  which  are  outside  official  responsibilities. 
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Appropriate  idea  type  contributions  for  which  awards  may 
be  granted  are  suggestions  (see  I. A.  l.a.(l)  and  (2)  of  this 
enclosure  for  requirements  concerning  contents  of  sug¬ 
gestions  and  suggestions  relating  to  contractor  operations), 
inventions,  or  scientific  achievements  which  contribute 
to  the  efficiency,  economy,  or  other  improvement  of 
operations  of  the  DoD  or  of  the  Government  of  fixe  United  States. 

Awards  under  this  Instruction  will  not  be  made  to  members 
for  superior  performance  of  assigned  duties,  or  for  con¬ 
tributions  which  reasonably  may  be  considered  to  be  'within 
the  scope  of  those  duties.  In  determining  vdiefiier  a  member's 
contribution  is  eligible  for  award,  explicit  assignments  and 
responsibilities  implicit  in  grade  or  organizational  position 
shall  be  carefully  considered. 

II.  AMOUNT  OF  CASH  AWARD 


DoD  Components  may  grant  cash  awards  to  employees  or  members, 
or  groups  of  employees  or  members,  based  either  upon  tangible 
monetary  savings,  intangible  benefits  to  the  Government,  or  a 
combination  of  both  resulting  from  their  contributions. 

A.  Tangible  Benefits 

1 .  A  cash  award  may  be  made  for  a  contribution  fiiat  results 
in  tangible  benefits  having  a  value  of  $250  or  more. 

2.  The  amount  of  such  awards  will  be  not  less  than  $25  and 
normally  'will  be  based  on  the  estimated  net  monetary 
benefits  for  the  first  full  year  of  operation  following  use 
of  file  contribution.  When  there  are  substantial  non¬ 
recurring  costs  in  adopting  a  contribution  which  will  be 
useful  for  a  number  of  years,  a^d  the  amount  of  the  award 
on  the  basis  of  the  net  ^st-year  benefits  would  be  inadequate 
reward,  the  award  may  be  computed  as  provided  for  in 
m.B.  1. ,  below. 

3.  Award  Scale  A.  set  forth  in  enclosure  4.  'will  be  applied 
in  the  case  of  contributions  resulting  in  tangible  benefits. 
Exceptions  which  exceed  the  maximum  amounts  listed  may 
be  gr^^wted  only  by  the  Head  of  the  DoD  Component  concerned, 
or  his  designee  for  this  purpose.  When  such  exceptions 

are  made,  the  reasons  therefor  should  be  fully  documented 
in  the  record.  The  award  scale  does  not  establish  any 
entitlement  to  an  amount  in  excess  of  'the  actual  award  by 
a  competent  authority. 
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B.  Intangible  Benefits 

1.  When  it  is  determined  that  an  individual  or  group  of  individuals 
is  eligible  for  a  cash  award  based  solely  or  primarily  on 
intangible  benefits,  the  amount  of  the  award  paid  will  be 
determined  jexcept  as  limited  in  IL  D,  ,  below),  by  applying 
Award  Scale  B  set  forth  in  enclosure  4.  The  scale  does  not 
establish  any  entitlement  to  an  amount  in  excess  of  the  actual 
award  by  a  competent  authority. 

2.  The  Tw<T^^ma_caah  award  based  on  Intangible  benefit  is  $25. 

<niis  minimum  award  should  be  granted  only  udien  tike  contri- 
bution  compares  favorably  with  the  minimum  level,  of  tangible 
benefits  set  forth  in  IL  A.  1. ,  above. 

C.  Special  Achievement  Awards  Based  on  Sustained  Superior  Performance 

of  Assigned  Duties 

1.  •■^n^imamounts  for  awards  based  upon  sustained  superior 
perfor*^*"****  of  duty  are  set  forth  in  Award  Scale  C,  e  nclosure  4. 
Awards  in  excess  of  these  amounts  or  of  greater  frequency  than 
that  permitted  by  l«A.l.b.(2}  above,  may  be  granted  only  under 
exc'eptianal  circumstances  with  the  approval  of  the  Head  of  the 
DoD  Component  concerned  or  his  designee  for  the  purpose. 

2.  Major  overseas  commanders  will  determine  the  amount  of  awards 
to  be  paid  foreign  natianal  employees  of  the  U.S.  forces.  Maxi¬ 
mum  awards  should  not  exceed  the  znaximums  authorized  for 
comparable  GS  or  FWS  positions  in  Award  Scale  C,  enclosure  4. 

D.  Group  Awards 

1.  The  tota^  *  ff^’ouo  cash  award  will  not  exceed  the  amount 
authorized  for  tiiat  type  of  aiard  if  made  to  one  individual. 
uxiless  a  larger  award  is  specifically  autixorized  by  tiie  Head 
of  the  OoD  Component  concerned,  or  his  designee  for  this 
purpose.  When  such  exceptions  are  made,  the  reasons  there¬ 
for  should  be  fully  documented  and  made  a  matter  of  record. 

Under  no  drcrnnstances  can  the  total  amount  of  a  group  cash 
award  exceed  $25, 000. 

2.  Cash  awards  made  to  groups  of  individuals  should  be  distributed 
as  follows: 

a.  If  all  of  the  individuals  have  contributed  on  a  substantially 
equal  basis  to  the  contribution  being  recognized,  each 
individual  should  receive  an  equal  share  of  the  total  award. 
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b.  If  the  degree  of  contribution  from  individxials  in  the  group 
diff^ers  materially,  each  individual  should  receive  a  share 
of  the  total  group  award  that  is  in  proportion  to  his  par¬ 
ticular  contributian. 

c.  A  member  of  the  Armed  Forces  is  eligible  to  receive  a 
share  of  the  total  group  award  in  accordance  with  tiie 
eligibility  criteria  specified  in  1.  B. ,  above. 

E.  Biventions 

1.  DoD  personnel  whose  invention  disclosures  are  received  by  an 
incentive  awards  committee  will  be  eligible  for  (1)  an  initial 
award  ($50  suggested)  upon  advice  of  the  appropriate  patent 
section  that  the  conditions  described  in  m.  A.  9. ,  below,  have 
been  met,  and  (2)  an  additional  award  ($100  suggested)  when 

a  patent  covering  the  invention  is  issued.  When  the  actual  value 
of  the  invention  can  be  detemxined,  any  additional  award  may  be 
based  upon  the  savings  accruing  during  the  first  year  after  the 
contribution  was  placed  in  use  or  fixe  first  year  after  fixe  patent 
was  issued.  Where  an  invention  involving  high  installation  costs 
will  be  useful  for  a  number  of  years,  and  the  amount  of  the 
awards  on  the  basis  of  first-year  benefits  would  be  an  inadequate 
reward,  the  award  may  be  computed  as  provided  for  in  m.  B.  1. 

a.  If  an  individual’s  application  for  patent  is  placed  under  a 
secrecy  order,  he  will  become  eligible  for  fixe  additional 
award  when  a  Notice  of  Allowability  of  the  application  is 
issued  by  the  U.  S.  Patent  Office  in  lieu  of  issuance  of  a 
patent. 

b.  When  two  or  more  individuals  are  co-inventors,  each  nxay 
receive  fixe  initial  award;  fixe  additional  award  should  be 
divided  equally  among  the  several  eligible  co-inventors. 

2.  Awards  under  this  section  are  not  authorized  if  a  cash  award 
has  been  paid  for  the  same  contribution  as  a  suggestion, 
except  that  where  a  suggestion  award  has  totaled  less  than  the 
amounts  payable  under  this  section,  file  employee  or  member 
nxay  be  awarded  fixe  difference. 

F.  Heroic  Acts.  When  a  Secretary’s /Director’s  Award  (see  enclos\xre3  ) 
is  granted  for  a  heroic  act,  a  modest  cash  avrard  may  be  given  to  the 
recipient  if  no  other  cash  award  has  previously  been  granted  in 
connection  -with  this  act. 
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in.  PROCESSING  AND  APPROVAL  OF  CASH  AWARDS 

A.  Processing  of  Contributions.  In  order  that  the  full  incentive 
value  may  be  obtained  from  the  awards  program,  awards 
should  be  made  to  contributors  as  promptly  as  possible.  The 
following  measures  are  in  furtherance  of  this  objective: 

1 .  Authority  to  approve  awards  should  be  delegated  to  the 
lowest  practicable  level. 

2.  Military  and  civiliain  svqpervisors  sire  Responsible  for: 

a.  promptly  evaluating  suggestions  and  ideas  tiiat  are 
forwarded  to  &em  for  review  by  incentive  awards 
committees,  boards,  or  otiier  proper  authority;  and 

b.  prompt  initiation  of  award  recommendations  for  those 

employees  whose  efforts  on  the  job  entitle  to 

recognition  under  the  Incentive  Awards  Program. 

3.  Local  awards  committees  may  be  established  wherever 
practicable  to  monitor  the  operations  of  the  awards  pro- 
grana  at  the  installation,  stimulate  participation  by  civilian 
and  military  personnel,  review  contested  decisions,  assist 
in  selection  of  nominees  for  competitive  and  honorary 
awards,  review  and  recommend  action  on  larger  cash 
awards,  and  assure  coordination  of  Incentive  Awards  Program 
activities  and  publicity  with  various  management  improvement 
programs.  Employee  representation  on  or  participation  in 
the  work  of  local  awards  committees  may  be  a  matter  for 
negotiation  with  labor  organizations  holding  exclusive 
recognition. 

4'.  Line  officials  in  the  installation  who  have  significant 

managerial  responsibility  should  be  vested  with  authority 
to  approve  awards.  While  reasonable  dollar  limitations 
may  be  placed  on  this  approval  authority,  fiie  authority 
granted  line  officials  in  this  connection  should  be  commen¬ 
surate  wifi:  the  extent  of  delegation  in  other  areas  of 
management.  Local  awards  committees  or  program  admin¬ 
istrators  should  periodically  review  award  approvals  by 
line  officials  to  assure  consistent  and  equitable  evaluations. 
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5.  Time  limits  for  processing  of  suggestions  and  nominations  for 
awards  should  be  established  and  an  effective  follow>up  system 
maintained.  Local  awards  committees  or  program  administrators 
should  periodically  review  compliance  with  these  time  limits  and 
initiate  action  through  management  channels  to  correct  situations 
where  time  limits  are  not  being  observed.  The  time  limits  should 
include  a  norm  of  30  days  for  processing  suggestions  which  can  be 
acted  upon  at  the  installation  level. 

6.  An  idea  submitted  by  a  contributor  may  be  considered  adopted  and 
eligible  for  an  award  when  it  is  certified  by  a  responsible  official 
that  the  suggestion  has  been  or  will  be  put  to  use.  In  those  instances 
where  delays  will  be  necessary  in  order  to  implement  or  determine 
the  value  of  the  employee's  contribution,  a  nominal  cash  award  may 
be  paid  when  it  is  reasonably  certain  the  value  of  the  employee's  or 
member's  contribution  so  warrants  and  that  the  suggestion  will  be 
implemented.  The  initial  cash  award  will  be  considered  as  part  of 
the  total  award.*  (No  adjustments  downward  in  Ibis  initial  award  are 
authorized  when  fixe  final  determination  of  the  value  of  the  contribu¬ 
tion  is  znade. ) 

7.  DoD  Components  shall  establish  and  define  the  authority  of  (a)  instal¬ 
lation  commanders  and  (b)  major  commanders  to  approve  cash  awards. 
When  a  recommended  award  exceeds  the  amount  which  the  major 
commander  has  been  delegated  authority  to  approve,  the  recommenda¬ 
tion  will  be  forwarded  to  the  Incentive  Awards  Board  or  Administrator 
of  the  DoD  Component  concerned.  Those  portions  of  the  total  award 
which  fall  within  delegated  authority  at  the  installation  and  major 
command  level  may  be  paid  prior  to  submission  of  such  a  recom¬ 
mendation  to  the  component  headquarters. 

8.  Recoxximendations  for  cash  awards  in  excess  of  $5, 000  will  be  forwarded 
in  triplicate  to  tiie  Assistant  Secretary  of  Defense  (Manpower  and 
Reserve  Affairs),  Attention:  Deputy  Assistant  Secretary  of  Defense 
(Civilian  Personnel  Policy),  for  (a)  consideration  and  transmittal 

to  the  Civil  Service  Commission  in  the  case  of  civilian  employees, 
or  (b)  final  action  by  the  ASD(M&RA)  in  fixe  case  of  members. 

9.  Communications  relating  to  eligible  individuals'  inventions  which 
are  received  directly  from  the  inventors  by  a  DoD  Component's 
office  responsible  for  patent  matters  will  be  referred  to  the 
appropriate  Incentive  Awards  Office  for  award  consideration 
immediately  after  it  has  been  determined  that  the  invention  (a)  is 
of  value  or  potential  value  to  the  DoD,  and  (b)  was  made  under 
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circiim stances  which  resulted  in  the  Government  initiating 
action  to  obtain  title  or  license.  When  these  conditions  are 
not  present,  but  the  invention  is  determined  to  be  of  value  to 
the  DoD  and  the  inventor  consents  to  consideration  of  the 
invention  for  an  incentive  award,  the  inventor  will  be  required 
to  sign  a  claim  waiver  agreement. 

B.  Calculation  of  Savings  and  Documentation  of  Awards 

1.  Tangible  savings  from  contributions  of  DoD  personnel  will 
normally  be  csJculated  on  the  basis  of  the  estimated  net  savings 
for  the  first  full  year  of  operation.  An  exception  may  be  made 
in  cases  where  an  improvement  with  a  high  installation  cost 
will  yield  measurable  savings  continuing  more  than  one  (1) 
year.  In  these  cases,  the  award  may  be  based  on  the  average 
annual  net  savings  over  a  period  of  years,  which  may  not  exceed 
either  the  reasonable  life  of  the  initial  installation  or  the  clearly 
predictable  period  of  use,  whichever  is  the  shorter. 

2.  Labor  costs  used  in  calculating  installation  costs  and/or  man¬ 
hour  savings  should  be  based  on  actual  costs,  where  available, 
or  on  average  salary  costs  used  for  budgeting  purposes.  Over¬ 
head  or  indirect  costs  and  related  payroll  costs,  such  as 
Government  contributions  for  retirement,  health  insurance  or 
life  insurance  should  not  be  included  in  computations  as  savings. 

3.  Records  of  adopted  suggestions  and  other  contributians  involving 
tangible  benefits  should  include  full  documentation  of  the  basis 
of  all  estimated  or  demonstrated  savings  and  the  calculations 
made. 

4.  When  an  employee  or  member  is  being  recommended  for  an 
award  in  excess  of  $5,  000,  the  recommendation  shall  include 
a  statement  which  clearly  describes  the  individual's  assigned 
responsibilities,  the  relationship  of  the  contribution  to  those 
responsibilities,  and  the  determination  made  with  respect  to 
his  eligibility  for  a  cash  awrard.  Reeemmendations  for  awards 
should  be  documented  writh  data  specifically  indicating  how  the 
employee  or  member  has  met  the  standards  prescribed  for  the 
awrard  for  which  he  is  being  recommended.  Such  documentation 
need  not  be  lengfixy,  but  should  be  factual  and  emphasize  the 
results  achieved  and  tangible  or  intangible  benefits  resulting 
from  the  employee's  efforts. 
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C.  Time  Limits  for  Award  Eligibility 

1 .  To  be  eligible  for  an  award,  an  idea  must  have  been  adopted 
within  a  specified  time  period  (normally  not  more  than  one 
year)  from  the  date  of  final  action  on  the  suggestion.  Ideas 
submitted  for  award  consideration  after  their  adoption  m\ist 
be  submitted  within  a  specified  time  period  after  adoption 
(normally  not  more  than  three  months)  to  be  eligible  for  an 
award. 

2.  Award  recommendations  for  employees  based  upon  superior 
performance  should  be  submitted  as  soon  as  possible  (normally 
not  more  than  six  months  after  the  end  of  the  period  on  which 
the  recommendation  is  based)*  When  an  award  recommendation 
is  based  upon  an  outstanding  performance  rating,  it  should  be 
submitted  within  sixty  (60)  days  of  approval  of  the  rating. 

D.  Relationship  to  Other  Programs 

1.  Management  Improvement  Programs 

a.  Procedures  should  be  established  at  each  installation  to 
assure  that  employees  udxo  make  contributions  to  management 
improvement  programs  are  given  consideration  for  appropri¬ 
ate  recognition  in  the  Incentive  Awards  Program. 

b.  Suggestions  and  other  contributions  resulting  in  cost  reduc¬ 
tions  which  are  received  or  recognized  in  the  incentive 
awards  program  should  be  referred  to  the  appropriate 
program  administrator  for  consideration  for  inclusion  in 
that  program. 

c.  Publicity  concerning  achievements  and  awards  under  the 
several  programs  should  be  coordinated  to  the  maximum 
extent  feasible  in  order  to  reinforce  the  total  effort  to 
achieve  improvements  in  efficiency,  economy,  and  working 
conditions. 

2.  Outstanding  Performance  Ratings  are  in  themselves  a  significant 
form  of  employee  recognition  and  need  not  be  accompanied  by  a 
special  achievement  award  based  on  sustained  superior  perform¬ 
ance  (see  H.  C. ,  above),  a  quality  salary  increase  (see  reference 
(£)),  or  other  types  of  additional  recognition.  The  nature  of  the 
employee's  achievements,  position  level,  previous  awards,  and 
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related  circumstances  should  be  considered  in  determining 
whether  an  employee  recommended  for  an  outstanding  rating 
could  also  be  recoiximended  for  additional  monetary  or 
honorary  recognition. 

Consideration  of  Employee  Member  Ideas  Throughout  tiie  DoD 

1 .  When  an  idea  submitted  to  one  DoD  activity  is  considered  to 
have  application  to  one  or  more  other  DoD  activities  or 
components,  it  should  be  forwarded  by  tiie  office  of  primary 
responsibility  to  its  counterpart  office  in  the  other  activity, 
if  wifiiin  file  same  DoD  Component,  or  to  tihe  office  of  primary 
responsibility  of  another  Component  if  such  dissemination  is 
desired,  or  to  the  headquarters  of  the  Component  if  dissemina¬ 
tion  to  another  Federal  agency  is  desired. 

2.  Suggestions  to  be  considered  within  the  Office  of  the  Secretary 
of  Defense  should  be  forwarded  to  the  Ejcecutive  Secretary, 

OSD  Incentive  Awards  Board.  All  such  referrals  should 
contain  a  positive  recommendation  as  to  whether  or  not 
the  idea  should  be  adopted  and  reasons  fiierefor.  Coordination 
wifii  the  ofiier  military  departments  and/or  other  Defense 
agencies  is  to  be  done  by  the  appropriate  ofiice  wifiiin  OSD. 

3 .  Ideas  determined  to  be  of  value  to  the  parent  DoD  activity 
will  be  adopted,  and  awards  based  on  &eir  value  to  that 
activity  paid  without  waiting  the  results  of  ofiier  organizations* 
evaluations.  The  final  award  is  to  be  computed  based  on 
total  benefits  to  all  affected  components  and  financed  in 
accordance  with  IV.B.Z.  and  3. ,  of  this  enclosure. 

4.  'Aie  employing  activity  is  responsible  for  making  determinations 
concerning  the  suggestor's  eligibility  for  cash  award. 

.  Interdepartmental  Awards 

1.  Ideas  submitted  by  eligible  DoD  personnel  which  are  considered 
to  have  application  to  departments  of  the  Government  outside 
the  DoD  and  which  thereby  are  eligible  for  consideration  for 
interdepartmental  awards,  will  be  forwarded  by  the  Incentive 
Awards  Office  of  the  employing  DoD  Component  for  interdepart  - 
mental  consideration,  in  accordance  with  section  451.308  of  the 
CSC  regulations  if  the  contributor  is  a  civilian  employee.  Similar 
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procedures  should  be  used  if  the  contributor  is  a  member 
of  the  Armed  Forces.  Reports  on  action  taken  and 
awards  recommended  by  departments  outside  the  DoD 
should  be  referred  to  the  Executive  Secretary  of  the 
Incentive  Awards  Board  of  the  employing  DoD  Component. 

2.  Ideas  submitted  by  employees  of  other  Federal  departments 
will  be  (a)  received  directly  by  the  Incentive  Awards  Offices 
of  the  DoD  Components  concerned,  from  either  the  CSC 
or  the  originating  department;  and  fb)  evaluated  on  the 
same  basis  and  standards  as  used  in  the  case  of  contributions 
submitted  by  employees  of  the  DoD. 

a.  The  value  of  such  contributions  should  be  calculated 
on  the  same  basis  and  in  the  same  manner  as  that  used 
for  determining  the  amounts  to  be  paid  to  employees  of 
the  DoD,  except  that  final  determination  of  the  value  of 
the  contribution  will  be  made  by  the  respective  Incentive 
Awards  Board  of  the  DoD  Components  • 

b.  Report  of  action  taken  on  tiie  contributions  of  employees 
of  other  Federal  departments  will  be  made  by  the 
respective  Incentive  Awards  OfiEice. 

IV.  FINANCING  OF  AWARDS 

A.  Cash  awards  granted  pursuant  to  tiiis  Instruction  will  be 
financed  as  follows: 

1.  Awards  to  personnel  of  industrially  funded  activities  will 
be  charged  as  an  operating  expense  and  financed  in  a 
manner  to  be  determined  by  Heads  of  DoD  Components. 

2.  All  other  awards  will  be  financed  from  operation  and 
maintenance  type  funds  (those  . funds  which  pay  the  salaries 
of  employees,  i.e.,  O&M,  RDT&E,  etc.)  in  a  manner 

to  be  determined  by  Heads  of  DoD  Components. 

B.  When  a  DoD  Component  adopts  a  suggestion  received  from 
another  DoD  Component,  it  will  determine  tiie  amount  of  the 
award  in  accordance  with  the  procedures  outlined  in  this 
Instruction.  When  the  adopting  component  is  responsible 
for  financing  the  award  under  the  conditions  described  in 
paragraphs  IV.B.l.  and  2.,  below,  it  will  either  execute 

a  check  (payable  to  the  submitting  DoD  Component)  or  an 
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appropriate  transfer  voucher  for  the  full  amount  of  the  award* 

The  check  or  transfer  voucher  will  be  sent  to  the  Incentive  Awards 
Office  of  the  submitting  DoD  Component  for  deposit,  withholding 
of  income  taxes,  as  applicable,  and  payment  of  the  net  amount  to 
the  award  recipient.  The  financing  of  awards  is  subject  to  the 
following  reqtdrementa. 

1.  Awards  determined  to  be  less  than  $100  will  be  financed  by 
the  submitting  rather  than  the  adopting  coirq>onent. 

2.  When  more  than  one  component  is  considering  a  suggestion, 
the  award  will  not  be  financed  until  all  necessary  evaluations 
have  been  received  by  the  submitting  component.  Ideas 
determined  to  be  of  value  to  the  submitting  component  will, 
however,  be  adopted  and  awards  based  on  their  value  to  that 
component  paid,  without  awaiting  the  results  of  other  organ¬ 
izations'  evaluations.  The  submitting  component,  tq>on  receipt 
of  all  required  evaluations,  will  compute  the  total  first  year 
tangible  savings  realized  and  apprise  each  adopting  component 

of  its  award  obligation.  The  portion  of  the  total  award  chargeable 
to  each  adopting  component  will  be  in  direct  proportion  to  tiie 
percentage  of  the  total  first  year  tangible  savings  realized  by 
the  component. 

3.  When  more  than  one  component  is  considering  a  suggestion 
from  which  intangible  benefits  may  be  realized,  the  award 
will  not  be  financed  until  all  necessary  evaluations  have  been 
received  and  a  total  evaluation  made  by  the  submitting  com¬ 
ponent.  The  Incentive  Awards  Office  of  the  submitting  com¬ 
ponent  will  endeavor  to  work  out  an  equitable  agreement  with 

its  counterpart  offices  in  adopting  components  as  to  the 
amount  each  component  is  to  finance.  If  appropriate  award 
amounts  cannot  be  agreed  upon,  the  submitting  component 
may  request  the  Office  of  the  Deputy  Assistant  Secretary  of 
Defense  (Civilian  Personnel  Policy),  OASD(M&RA),  to  render 
assistance  in  the  attempt  to  arrive  at  an  equitable  solution. 

C.  Interdepartmental  awards  will  be  financed  as  follows: 

When  a  DoD  Component  adopts  an  idea  submitted  by  an  employee  of 
another  Federal  department,  arrangements  will  be  made  for  payment 
in  accordance  with  Section  451.  309  of  the  CSC  regulations. 
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D.  Each  DoD  Component  shovild  take  the  actions  necessary  to 
provide  the  financing  required  to  adequately  support  the 
Incentive  Awards  Program.  Awards  autiiorized  in  accordance 
with  this  Instruction  will  be  considered  obligations  which 
must  be  met. 
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HONORARY  AWARDS  AND  CAREER  SERVICE  AWARDS 


HONORARY  AWARDS 


A.  The  Department  of  Defense  Distingaished  Civilian  Service  Award 

1.  This  award  is  presented  in  an  anunal  ceremony  by  the 
Secretary  of  Defense  to  from  fi.ve  to  seven  DoD  civilian 
employees  whose  careers  reflect  exceptional  devotion  to 
duty  and  extremely  significant  contributions  of  broad 
scope  to  the  efficiency «  economy,  or  other  inprovement 
in  the  operations  of  the  DoD.  Awards  may  be  made  for 
contributions  in  a  scientific  field  or  for  accomplshments 
in  technical  or  administrative  endeavors. 

2.  Recommendations  for  this  award  will  be  forwarded  by 
Heads  of  DoD  Components  to  the  Deputy  Assistant  Secretary 
of  Defense  (Civilian  Personnel  Policy),  0ASD(M8cRA),  by- 
February  1  of  each  year.  Requirements  with  respect  to 
format  and  contents  of  nominations  will  be  announced 
annually  by  December  1. 

3.  Each  DoD  Component  may  nominate  not  more  thar  six  (6) 
employees  for  consideration.  Persons  nominated  in  one 
year  but  not  selected  may  be  renominated  in  subsequent 
years. 


B. 


Awards 


Established  by  DoD  Components 


Each  DoD  Component  (except  the  Office  of  the  Secretary  of 
Defense)  will  establish  at  least  two  (2)  levels  of  honorary 
awards  to  be  awarded  to  its  civilian  eispl<>y<»**< 


The  highest  award  (designated  for  the  purpose  of  this 
Instruction  as  the  "Secretary's /Director's  Award") 
shall  be  issued  by  the  Head  of  the  DoD  Component  con¬ 
cerned  for  contributions  of  the  broadest  scope  to  a  DoD 
Component  or  to  the  DoD  as  a  whole.  The  <^er  award 
(designated  the  "Major  Commander's  Award")  will  be 
authorized  for  issuance  by  major  commanders  for  con¬ 
tributions  which  are  of  major  importance  but  are  not  of 
sufficient  scope  to  warrant  the  Secretary's/Director's 
Award. 
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2.  The  Office  of  the  Secretary  of  Defense  has  established  an 

award,  the  Secretary  of  Defense  Meritorious  Civilian  Service 
Medal,  to  be  granted  on  a  highly  selective  basis  to  those 
civilian  employees  distinguishing  themselves  by  exceptionally 
meritorious  service  to  OSD  or  to  the  entire  DoD. 

C.  Service  Medals  for  Civilian  Employees 

1.  Civilian  Service  in  Vietnam  MedaL  This  Medal  is  awarded  to 
civilian  employees  of  the  DoD  and  certain  other  personnel 
serving  with  the  Armed  Forces  in  recognition  of  honorable 
performance  of  duty  in  Vietnam  for  one  (1 )  year  on  or  after 
January  1,  1962.  A  miniature  medal,  lap^  pin  and  certificate 
accompany  the  Medal. 

a.  Eligibility 

(1)  Civilian  employees  of  the  Department  of  Defense 
serving  in  Vietnam,  includii^  employees  of  non- 
appropriated  fund  activities,  as  well  as  employees 

of  the  American  National  Red  Cross  and  of  the  Ihxited 
Service  Organizations  (USO)  serving  under  orders 
issued  by  a  Military  Department,  wifii  the  exception 
of  Americans  and  Nationals  of  other  countries  who 
fadl  within  one  of  the  foregoing  categories  bat  have 
resided  in  Vietnam  prior  to  January  1,  1962,  are  eligible 
to  receive  this  Medal  upon  completion  of  an  aggregate 
of  365  days  of  service,  including  days  of  leave  authorized 
while  on  duty  in  Vietnam,  providing  that  (a)  the  365  days 
commenoed  on  or  after  January  1,  1962;  (b)  the  assign¬ 
ment  was  on  the  basis  of  a  regular  tour  of  duty  or  was 
otherwise  the  result  of  an  official  determination,  such 
as  extended  or  intermittent  temporary  duty;  and  (c)  per¬ 
formance  was  adequate  at  all  times. 

(2)  An  individual  who  has  not  completed  the  aggregate  of 
365  days  of  service  in  Vietnam,  but  vho  is  otherwise 
eligible  and  vdiose  service  in  Vietnam  is  discontinaed 
because  of  injury  or  disability  incurred  as  a  result  of 
hostile  action,  will  be  deemed  eligible  to  receive  this 
award. 

(3)  An  individ\ial  whose  service  in  Vietnam  is  terminated 
as  a  resTilt  of  reduction  in  force,  and  who,  when 
terminated,  was  serving  on  a  tour  of  duty  which,  if 
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completed,  would  have  met  the  365 -day  reqmrement  set 
forth  above,  will  be  deemed  eligible  to  receive  this  award. 

b.  Responsibility 

(1)  The  Red  Cross,  USO,  and  each  DoD  Component  will 
procure  and  stock  its  own  supply  of  medals  and 
certificates.  Procurement  will  be  coordinated  through 
the  Office  of  the  Assistant  Secretary  of  Defense  (MScRA). 

(2)  When  an  employee  attains  eligibility  for  fixe  Medal,  the 
employing  command  of  the  DoD  Component  concerned 
in  Vietnam  will  notify  the  Defense  Attache  Office  of 
the  employee's  eligibility  which  will,  in  turn,  forward 
a  completed  certificate  to  the  American  Embassy, 

Saigon,  far  enough  in  advance  of  the  employee's 
departure  date  so  that  it  may  be  signed  by  the  Ambassador 
or  Charge  d' Affaires  ad  interim  and  returned  to  the 
command  for  presentation  with  the  Medal  prior  to  the 
employee's  leaving  Vietnam. 

(3)  in  any  case  in  which  the  Medal  and  certificate  cannot 
be  presented  to  an  eligible  employee  prior  to  his 
departure  from  Vietnam,  information  concerning  the 
eligibility,  full  name,  address  and  current  employiz^; 
activity  of  the  individual  should  be  furnished  to  the 
headquarters  of  the  DoD  Component  concerned  so  that 
arrangements  may  be  made  to  have  the  certificate 
signed  by  the  Secretary  of  the  Military  Department  or 
Head  of  the  Defense  Agency  to  which  the  employee  was 
assigned  while  in  Vietnam,  and  presented  with  the 
Medal  by  an  appropriate  official. 

2.  Antarctica  Service  Medal.  This  Medal  is  awarded  to  civilian 
employees  of  the  Department  of  Defense  and  other  persons  in 
accordance  with  the  criteria  set  forth  in  DoD  Instruction  1348.  9 
(reference  (i)). 

D.  Other  Honorary  Awards.  Honorary  awards  in  the  form  of  wall  or 
desk  plaques,  citations,  or  other  appropriate  symbols  may  be 
granted  in  recognition  of  special  contributions  by  employees  and 
supervisors  to  progress  in  such  program  areas  as  equal  employment 
opportunity,  energy  conservation,  voluntary  action,  etc. 
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1.  The  President's  Award  for  Distingviished  Federal  Civilian 
Service.  Pursuant  to  E.  O.  10717  (reference  (h)),  the  Secretary 
of  Defense  may  nominate  civilian  career  officers  and  employees 
of  the  DoD,  or  officers  or  employees  of  another  Federal  depart¬ 
ment  whose  service  can  be  reasonab  ly  considered  as  career 
service,  for  consideration  for  this  award.  Recommendations  of 
nominees  considered  to  meet  the  criteria  prescribed  by  the  CSC 
will  be  submitted  by  the  Head  of  the  DoD  Component  concerned 
to  the  ASD(MlcRA).  Nominating  procedures,  criteria,  and  dead¬ 
lines  for  recommendations  will  be  announced  periodically. 

2.  National  Security  Medal.  Nominations  of  DoD  personnel  for  the 
National  Security  Medal  established  by  E.  O.  10431  (reference  (j)) 
shall  be  submitted  to  the  National  Security  Council  through  the 
Assistant  Secretary  of  Defense  (Manpower  and  Reserve  Affairs). 

3.  Other  Non-DoD  Awards 

a,  There  are  a  number  of  awards  sponsored  by  private  organi¬ 
sations  and  other  governmental  bodies  for  which  DoD  employ¬ 
ees  may  be  nominated.  These  include  the  Rockefeller  Public 
Service  Awards,  the  National  Civil  Service  League  Career 
Service  Awards,  the  Federal  Women's  Award,  the  Arthur  S. 
Flemming  Award,  the  William  A.  Jump  Award,  and  others. 

In  some  cases  both  monetary  and  honorary  recognition  are  in¬ 
cluded  in  the  awards,  which  are  granted  on  a  highly  selective 
basis. 

b.  DoD  Components  wishing  to  nominate  candidates  for  an  award 
of  this  type  should  do  so  in  accordance  with  the  procedures  and 
criteria  set  forth  in  the  award  announcement. 

F.  Miscellaneous  Provisions 

1.  With  the  exception  of  the  DoD  Distinguished  Civilian  Service 
Award,  the  President's  Award  for  Distinguished  Federal  Civilian 
Service,  and  career  service  awards,  only  one  honorary  award 
may  be  given  for  a  single  act,  achievement  or  period  service. 
However,  if  circumstances  warrant,  an  employee  may  be 
granted  an  honorary  award  in  recognition  of  the  contribution  for 
which  a  cash  award  has  been  granted. 

2.  An  individual  who  receives  the  DoD  Distinguished  Civilian  Serv¬ 
ice  Award  or  the  Secretary  of  Defense  Meritorious  Civilian 
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Service  Medal  (established  \mder  1.  B.  of  this  enclosure)  does 
not  thereby  become  ineligible  for  a  future  grant  of  the  same 
award,  provided  any  subsequent  consideration  is  based  on  a 
different  achievement  or  service  performed  during  a  different 
period.  Subsequent  grants  of  either  of  these  awards  will  be 
recognixed  successively  by  the  issuance  of  a  bronze,  silver  and 
gold  palm  leaf  ribbon  attachment  (FSH:  8455<-249**0163)  for  the 
original  medal. 

n.  CAREER  SERVICE  AWARDS 


DoD  Components  are  encouraged  to  utilize  length  of  service  awards 
such  as  the  Federal  career  service  emblem,  certificates,  plaques, 
or  other  sxiitable  devices  as  a  means  of  recognizing  long,  faithful 
service  and  stimulating  employees'  pride  and  interest  in  their 
organization. 
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AWARD  SCALE  A 


Award  Scale  for  Tangible  Benefits 


Tangible  Benefits 
$250 

$251  —  $1,000 

$1,001  —  $10,000 

$10,  001  — .  $20,  000 

$20,001  —  $100,000 


Amount  of  Award 


$25.  00 

$25.  00  for  the  first  $250  in 
benefits  plus  $5.  00  for  each 
additional  $50.  00  or  fraction 
thereof. 

$100.  00  for  fixe  first  $1,  000 
in  benefits  plus  $5. 00  for  each 
additional  $1 00. 00  or  fraction 
thereof. 

$550.  00  for  the  first  $10, 000 
in  benefits  plus  $5. 00  for  each 
additional  $200.  00  or  fraction 
thereof. 

$800.  00  for  the  first  $20,  000 
in  benefits  pl\is  $5. 00  for  each 
additional  $1,  000.  00  or  fraction 
thereof. 

$1,  200.  00  for  the  first  $100,  000 
in  benefits  plus  $5. 00  for  each 
additional  $5,  000  or  fraction 
thereof. 


$100,  001  or  more 


OCPAKTMOIT  or  OCriNSX 
award  scAi^  a 


EXTENT  or  APPUCATION 

UMITtD  EXTPIOED 

Atfacu  f—HI—i.  A0«cu  fMcMwi 

alMtaa,  «v  p»ri— ■!  n— i—.  •*  pa* 

9t  aaa  aAUa.  iacllttr.  mt  aaaaaal  aMaa 

iMtaUattaa.  ar  a*  a*«Ba>  lialHlIaa.  aa 

iaatlaaal  ala»aat  a<  a  «laM. 
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GPinuu. 


A0acta  tarttva.  Atfacts  faBcttaaa.  oua*  A/facta  factlaaa. 

Mtaaiaa.  a*  pif  laaail  ataa.  aa  paaaaaaal  af  mtaaiaa.  ar  par* 

aaaaaal  aOteaa.  aa  aHtea  tapiaail  aaaa  aaaaal  af  aaaaral 


appUaaMa  «*  alt  a<  aa 


MODERATE  VALUE  — 

Chaaga  ar  mapifiratim  af 

aa  aparatlag  ptiaalpla  ar 

y 

pratahira  ahlch  haa 
maParata  aalaa  aaC&aiaaa 
ta  amat  tha  mlatmam  aaaa 

4ar4  for  a  eaah  aaard:  aa 
improvamaat  of  rather 

Uoutad  ralaa  af  a  proPact. 
aetiTtty.  program  a*  aar* 

«ic*  ta  tha  aabUc. 

SA-lPO 

WOH  VAUIC  ••  Camplaia 
raalalaa  a(  a  kaalc  pala- 
atpta  ar  paaaaAarai  a 
Mgkip 


occcrricatAL  value  •• 

ItMattaa  •t  a  aaw  priaatpl* 
ar  aMiar  praiaiaiai  a 


iLa  ^aalltr  ut  a  rrlWcal 


ar  aaialaa  ta  tha 


III  ■  1 6  >1 1 1  Vi  J  I  ■Ii/i  ifli  I»iw  III 


fcaata  a*  taapIMa  raaalta  A  ralallaalp 


R.  WhM  a  aaatalkMiaa  raaaHa  la  btifc  iMpiMa  *b4  MaagMa  haaatta.  tha  laHaflMa  kaaaDia  aaa4  aM^r  W  r*aa^laa4  ta  lha 

aBaWt  that  tha  raatrthahM  U  aat  aga^aatalr  aaraigai  haaaA  aa  tha  taagttla  haaafita  raaHaaA  TMa  Uahtattia  U  paatteatarip 
ralaiaai  ta  caairihatiaaa  Iraai  athieh  aat  aaly  aipUflcaat  taaglhU  baaaflu  ara  raattaag  bat  alaa  laui^ibla  ia  tha  farm  af 

aafatp  tatpraaaaMBta. 

II  Tha  ailalBiaai  aaaa4  iar  taagihla  tmiflti  aaa  ha  fraaPah  aalp  wha  tha  hmtflti  raaah  ar  aacaaP  SSM.  Tha  adatmaaB  aanr4  iar 
iataapihla  haaaRta  latattaa  a  aaatpatahlp  ataaParA 


2/  RaaaaHBaaPatlaaa  far  aaarPa  la  aaraaa  af  ISOOa  ataat  ha  ( 


tha  hmaflta  raaah  ar  aaeaaP  $W.  Thaaa 


I  ta  tha  Omaa  af  tha  Padataaf  tarratary  af 
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DEPARTMENT  OF  DEFENSE 
AWARD  SCALE  C 


Special  Achievement  Awards  Based  on 
Saetained  Superior  Performance  of  Dotiee* 


1.  General  Schedule  Employees 

An  amount  not  in  excess  of  one  within— grade  increase  in  the 
employee's  ctirrent  grade  level* 

2.  Trmpioyees  under  the  Federal  Wage  System  (FWS)  and  other 
wage  employees  not  yet  subject  to  FWS 

An  amount  hot  in  excess  of  4  percent  of  the  employee's  annual 
wage  (computed  by  multiplying  the  hourly  basic  wage  rate  by 
2080  hours). 

3.  Special  achievement  awards  of  this  type  are  intended  for  the 
recognition  of  individuals,  not  groups* 

4*  ignrplovees  not  covered  bv  1*  or  2*  above 

Gross  aTiTi«a.i  salary  will  be  used  for  the  purpose  of  relating  the 
employee's  position-to  a  General  Schedule  grade*  Awards  will 
be  limited  to  an  amount  not  in  excess  of  a  within-grade  increase 
in  the  equivalent  General  Schedule  grade  level* 


*  The  award  scale  is  inapplicable  to  fecial  Achievement  Awards  based 
on  Special  Act  or  Service  (see  LA,  1.  c, ,  enclosure  2  )  which  are  to 
be  awarded  according  to  Award  Scale  A  or  B,  as  appropriate* 
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UISTRIBUTION 


5100  series 


HfTiCHMENTS 


Pages  11  and  12  of  Enclosure  2  to  DoD  Instruction  5120.16,  7/15/74 


INSTRUCTIONS  FOR  RECIPIENTS 

The  following  pen  and  page  changes  to  DoD  Instruction  5120.16,  "Department 
of  Defense  Incentive  Awards  Program:  Policies  and  Standards,  "  dated 
July  15,  1974,  have  been  authorized: 

PEN  CHANGES 

Pages  2  and  3  of  Section  I.  C.  of  Enclosure  3  -  Delete 
Section  I.  C.l. 

Change  Section  I,  C,2.  to  Section  I,  C. 

PAGE  CHANGES 

Remove:  Pages  11  and  12  of  Enclosure  2 
Insert:  Attached  replacement  pages 

Changes  appear  on  page  12  and  are  indicated  by  marginal  asterisks. 
EFFECTIVE  DATE  AND  IMPLEMENTATION 

The  above  changes  are  effective  immediately.  Two  copies  of  revised 
implementing  regulations  shall  be  forwarded  to  the  Assistant  Secretary  of 
Defense  (Manpower  and  Reserve  Affairs),  Attn:  Deputy  Assistant  Secretary 
of  Defense  (Civilian  Personnel  Policy),  within  60  days. 


I  MAURICE  W.  ROCHE,  Director 

Correspondence  and  Directives 
OASD(Comptroller ) 


,  WHEN  PRESCRIBED  ACTION  HAS  BEEN  TAKEN,  THIS  TRANSMITTAL  SHOULD  BE  FILED  WTTH  THE  BASIC  DOCUMENT 
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C.  Time  Limits  for  Award  Eligibility 

1 .  To  be  eligible  for  an  award,  an  idea  must  have  been  adopted 
within  a  specified  time  period  (normally  not  more  than  one 
year)  from  the  date  of  final  action  on  the  sxiggestion.  Ideas 
submitted  for  award  consideration  after  their  adoption  must 
be  submitted  witMn  a  specified  time  period  after  adoption 
(normally  not  more  than  three  months)  to  be  eligible  for  an 
award. 

2.  Award  recommendations  for  employees  based  upon  superior 
performance  should  be  submitted  as  soon  as  possible  (normally 
not  more  than  six  months  after  the  end  of  the  period  on  which 
the  recommendation  is  based).  When  an  award  recommendation 
is  based  upon  an  outstanding  performance  rating,  it  should  be 
submitted  within  sixty  (60)  days  of  approval  of  the  rating. 

D.  Relationship  to  Other  Programs 

1.  Management  Improvement  Programs 

a.  Procedures  should  be  established  at  each  installation  to 
assure  that  employees  who  make  contributions  to  management 
improvement  programs  are  given  consideration  for  appropri¬ 
ate  recognition  in  the  Incentive  Awards  Program. 

b.  Suggestions  and  other  contributions  resulting  in  cost  reduc¬ 
tions  which  are  received  or  recognized  in  the  incentive 
awards  program  shotild  be  referred  to  the  appropriate 
program  administrator  for  consideration  for  inclusion  in 
that  program. 

c.  Publicity  concerning  achievements  and  awards  under  the 
several  programs  should  be  coordinated  to  the  maximum 
extent  feasible  in  order  to  reinforce  the  total  effort  to 
achieve  improvements  in  efficiency,  economy,  and  working 
conditions. 

2.  Outstanding  Performance  Ratings  are  in  themselves  a  significant 
form  of  employee  recognition  and  need  not  be  accompanied  by  a 
special  achievement  award  based  on  sustained  superior  perform¬ 
ance  (see  n.  C. ,  above),  a  quality  salary  increase  (see  reference 
(f )),  or  other  types  of  additional  recognition.  The  nature  of  the 
employee's  achievements,  position  level,  previous  awards,  and 
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related  circumstances  should  be  considered  in  determining 
whether  an  employee  recommended  for  an  outstanding  rating 
coxild  also  be  recommended  for  additional  monetary  or 
honorary  recognition. 

E.  C  onsideration  of  Employee  Member  Ideas  Throughout  the  DoD 

1.  When  an  idea  submitted  to  one  DoD  activity  is  considered  to 
have  application  to  one  or  more  other  DoD  activities  or 
components,  it  should  be  forwarded  by  the  office  of  primary 
responsibility  to  its  counterpart  office  in  the  other  activity, 
if  within  the  same  DoD  Component,  or  to  the  office  of  primary 
responsibility  of  another  Component  if  such  dissemination  is 
desired,  or  to  the  headquarters  of  the  Component  if  dissemina¬ 
tion  to  another  Federal  agency  is  desired. 


^  2.  Suggestions  to  be  considered  within  the  Office  of  the  Secretary  * 

*  of  Defense  shoxild  be  forwarded  to  the  office  of  primary  * 

*  responsibility.  All  such  referrals  shovild  contain  (a)  a  clear  * 

*  concise  statement  as  to  what  action  is  expected  of  the  evaluator;  * 

*  and  (b)  a  positive  recommendation  as  to  whether  or  not  the  idea  * 

*  should  be  adopted  and  reasons  therefor.  Coordination  with  * 

*  the  other  military  departments  and/or  other  Defense  agencies  * 

*  is  to  be  done  by  the  appropriate  office  within  OSD.  * 


3.  Ideas  determined  to  be  of  value  to  the  parent  DoD  activity 
will  be  adopted,  and  awards  based  on  their  value  to  that 
activity  paid  without  waiting  the  resxilts  of  other  organizations' 
evaluations.  The  final  award  is  to  be  computed  based  on 

total  benefits  to  all  affected  components  and  financed  in 
accordance  with  IV. B. 2.  and  3.,  of  this  enclosure. 

4.  The  employing  activity  is  responsible  for  making  determinations 
concerning  the  suggestor's  eligibility  for  cash  awards. 

F.  Interdepartmental  Awards 

1 .  Ideas  submitted  by  eligible  DoD  personnel  which  are  considered 
to  have  application  to  departments  of  the  Government  outside 
the  DoD  and  which  thereby  are  eligible  for  consideration  for 
interdepartmental  awards,  will  be  forwarded  by  the  Incentive 
Awards  Office  of  the  employing  DoD  Component  for  interdepart¬ 
mental  consideration,  in  accordance  with  section  451.308  of  the 
CSC  regulations  if  the  contributor  is  a. civilian  employee.  Similar 


fFirst  amendment  (Ch  1,  3/28/75) 
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